MODEL LETTER 1

Confirmation of Informal Process

Private & Confidential

[Name]

[Address]

[Date]

Dear

Following our discussion on [insert date(s)], I am writing to confirm that you were informed that your performance is not meeting expected standards and that a period of monitoring and support will follow for [number] weeks. 
As discussed, I confirm that the following action is required by you:

[insert details of action and any support agreed to help them]
Over the [number] week period, your performance will be reviewed in the following way(s):

[detail how and when this will take place]
When this period comes to an end we will arrange to meet at [time and location] on [date] to review your progress.  You may wish to be accompanied by your trade union representative or work colleague.

If your performance does not improve by the end of the monitoring period it could result in formal action being taken.

Yours sincerely

Head Teacher

